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Managing Your Email

Tips for Getting your Inbox to Zero
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. Evaluate your email philosophy

What is the purpose of email? How dgou use email?
You don’t stand by your mail box waiting for |
You control your email, don’t let it control you
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Tips for responding:
0 Less than a minute-answer it
0 More than aminute or need more info—add to task list
o Not important —delete it
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smartphones, etc

1 Turn off all email notifications on computers, tablets, smartphones, etc.
9 Stick to only checking emaitluring your scheduled times




4. Ditch the thousands of subfolders

Consider the followingstructure:
1. Email templates
0 emails you send out regularly
2. @ IN PROGRESS
o Your* tdoo’ f ol der
3. @ WAITING FOR
0 Waiting for info or action from someone else
4. @ READ|REVIEW
o All the eNewsl etters an dundubsaibedrentr mostoféhess a g e s
5. REFERENCE
o Order Confirmations, travel info, etc.
6. Retain Permanently
o Everything else

Inbox - bmyers@ufl.edu - Outlook

Send / Receive Folder View Adobe PDF Q Tell me what you want to do...

= .!;‘_ (i Ignore x o |_ | Ml Meeting | @NPROGRESS U0 Archivefolder 10 @WATING FOR.. || ey @ ID - I=I "‘-
N N¥ % Clean Up - - R_(" R—(I' ; ')d 0 @ReAD/REVIEW [ Create an appoi... ¥ REFERENCE " RIJ 0*)N Hesan Unread) € m ol £ Address Book s
ew  New clete  Reply Reply Forward 75 pore - ove Rules OneNote Assign Unread/ Categorize Follow | store
Email Items~ | & Junk - Al F Create New .. Policy~ Read - up- Y FilterEmail
New Delete Respond Quick Steps m Move Tags Find Add-ins -~
: <
4 Favorites Search Current Mailbox [.. JO | Current Mailbox = G2 Reply (€2 Reply All (S Forward
Lo : Conversation = Myers,Brian E Myers, Brian 7:41 AM
Inbax : !
test ”
Deleted ltems All  Unread " Newest + 4
UEELET e Myers,Brian E Bing Maps + Get more apps
test 7:41 AM
\Infected R
Conversation History <http://aec.ifas.ufl.edu/contz
4 1Inbox
Email Templates Brian E. Myers | Professor and Chair, Agricultural Education & Communication

@IN PROGRESS [29] University of Florida | 305 Rolfs Hall, PO Box 110540, Gainesville, FL 32611-0540 | 352-392-0502

@WAITING FOR [15]
@READ-REVIEW [3]

it Small number of subfolders. | know how
i many items in each folder (except Retain
S Permanently). These are the folders | “work”
S in while Outlook is turned to “Work Offline”.
- ‘\ To find items in folders, use search feature.
et

5Li ® 8§ RJ qgqex«®i 8«r N\ x\ «p~f1®e ®«

1 Quickly send email to the proper folders
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Click one button and it sends email
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Managing Your Calendar

Tips to Managing your Calendar for Peak Productivity

. Eliminate Multiple Calendars

Use a digital calendainstead of a paper calendar
Digital Calendars sync across multiple devices
Usingboth paper and digital calendars can create
confusion and missed tasks
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2. Schedule Personal Time

Schedule holidays and personal timérst before that
time gets scheduled over

1 At the beginning of the month make appointments for
non-work related activities such asd o ¢ t wvisitssanid
family events

3. Block Off Time for Email
1 Schedule specific blocks of time for checking emails
4. Set Time for Planning
1 Schedule time to manage your calendar as well as other tasks
TUESDAY WEDNESDAY THURSDAY 5. Color Code
30 May 1 2
sooemoon: cmystcgcrenng | EpmeTmen 1 Use different colors to differentiate
B == - BREERSE between tasks
_ Color Categories *
- To assign Color Categories to the currently selected items, use the checkboxes next to . .
:Zi:llcategmy. To edit a category, select the category name and use the commands to the 6- SChedUIe Meetlngs USlng
7 Mame Shorteut ke MNew... .
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Shorteut Key: .
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1ce Room;
calendar
e 1 Creating a meeting request allows for a
nce location to be set

1 Options are availableto share attachments, notes and files in the meeting request




7. Share Calendars

Sharing calendars with other faculty and staff in your office makes it easy to schedule meetings
and programs at the touch of a button

8. Download the Zoom Plugin
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your Outlook calendar events inbox
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9. Use Reminders

Set reminders so your calendar will alert you 105 min prior to the next activity so that you can
prepare
1 Set reminders far enough in advance to allow travdimes for appointments away from the office

10. Block Off Time for Tasks

T Block off time for specific tasks and i f you
free time for something else
1 Schedule double the time you think you need for cegive tasks

11. Block Off A Couple of Days

1 Block off a few days each month so that you will not schedule anything on them
1 Use these days to catchip and work on various projects

Don’t Let Your
Calendar
Manage You!




Tips and Tricks for Social Media

Tips and Tricks to Spend Less Time on Social Media

1. Eliminate the Chance to Get Sucked In

Turn off push notifications so that you only see alerts when logged into your account

Turn off notifications for alerts you don’t ¢
o Game notifications
o Live notifications
o " Foll owing’ notifications
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2. Check in Twice Per Day Only

As with email, set a scheduletime to check social media
o Once in the morning
o Once in theevening
Don’t stay | ogged in al/l day

=

. Give Yourself a Time Limit

Give yourself a time limit when checking social media platforms
Set a limit between 1620 minutes a day
Time limits can also be programmed in your phone settings to help you adjust

. Use a Saeial Media Calendar
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Keep acalendarfor your social media containing your Post Planne
channels and what you plan to post each day

Having a calendar helps you keep a custom social media
schedule for each platform

1 Helps keep you organized and productive by not having
to guess what will be posted each day
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. . . Hootsuite
5. Try Social Media Scheduling Tools

Instead of hopping on every few hours to schedule
posts, use time saving social media tools

Each tool keeps everything organized and ready to go
Spend 12 hours at the beginning of theveek
scheduling your posts and let the tools do the work for
you
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https://www.postplanner.com/
https://www.tailwindapp.com/
https://hootsuite.com/
https://buffer.com/
https://www.planoly.com/
https://recurpost.com/

#UFIFAS

. Keep an Ongoing List

Keep a list of hashtags for each platform
It s not always easy t o r e mgnieeostepgagementtf avor it
Save a list of links and posts that you may want to share later
You can keep your lists on your phone or use tools like
0 Pocket—a bookmarking tool
o Asana—a management tool
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7. Bulk Create Content and Graphics

1 Save time by bulk curaing and creating content at one timelnstead of creating content as you
need it, bulk create it all at once
1 Choose a time once a week to curate all of your content, create graphics, and quote images
T When it’'s time to schedutientlyt hem, you can do s
8. Set Recurring Posts
1 If you have blog posts or events, set these posts up as recurring content
9 Tools like Post Plannerand Recurpostare great

9. Keep Social Media in Perspective

At the end of the day, social media isn’t everything. Sure, it’'s important, but there are other
more important things

Give yourself some grace if your social media falls by the wayside

Remember, done is better than perfect! Don’t beat yourself up over it

What's important is that it's done and you’re engaging with your audience

= =) =)



https://www.postplanner.com/
https://recurpost.com/

Delegating Tasks

Delegating Tasks as a Strategy for Time Management

What is it?
Toassign a specific task to someoradse
andgivethem the authority to complete
that task

What is it for?
Allows morework tobe completedfaster

How to Delegate When You are a Control Freak

It can be difficult at first, but practice helps improve

Provide clear instructions

Allow enough timefor the taskto be completed

Invest time in communicating how you want or need the task to be completed

Identify the skills of each individual and assign tasks accordingly

Be patient and tolerant Respect the ideas of others and be constructive with criticism

Nurture your relationships with coworkers. Good relationships yield better results

The better you are at communicating/our expectations and timelines for what needs to be done
the more effective you become
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Communication

is Key!




Working in Teams

Tips and Time Management Strategies for Working in Teams

1. Track Productivity

In an office environment it is easy to see who
is coming in each day, but in a virtual
environment it can be difficult
1 Tracking productivity helps understand
o Exactly whatis going on
o How long each person worked
o What each person is working on
1 Some people are extremely disciplined and ca

get to work on time, stay on task, and avoid all prroductivity

distractions but many need some L e
accountability. They -4 B
avoid distractions B o Spet e et Rt TSt weate, a

2. Allow for Flexibility , but Also Keep Some Consistency

T Teams will want flexibility in their work hou
when managing remote teams

1 On the other hand, if things are totally erratic it will be difficdt to get a shared collaboration
window when all your team are online at the same time and able to chat

3. Track Work Output

1 Whether your team is virtual or not, you need to do your best to measure their productivity
1 What are the key indicators of succes®f each job?
1 Be transparent about this so you will know quickly whether each

What are team member is being productive or not

the key 4. Conduct a Quarterly Review
indicators f One of the issues with working in a virtual team ipeople can
feel lonely and isolated. Not everyone copes will with this style of
of success working
fOl' each 1 It is important to check in from time to time and make sure

everything is working for each team member

job?




5. Be Wary of Chat and Email Overload

1 This is difficult because you need to make sure that everyone is
communicating enough, but at the same time it can get
distracting and overwhelming Communicate,

1 Make sure that team members are not subscribed to too man
channels and are only receiving the mesges they need to but d() not
see

1 If not everyone needs to be informed of every step, make sure overwhelm
to include a brief summary of the progress of the work when
everyone meets

6. Video Conferencing and Screen Sharing
Technologies

It is essential that you regularly chat on Meo with your team
There are tools which allow you to share your screen so that another person can see exactly what
you' ' re doing
1 There are lots of technology options for video chat including:

0 Google Hangouts

0 Zoom - UF UFAS Extension agents have Zoom access

o Slack

0 Microsoft Teams is available for UF IFAS teamsry it out!
1 Zoom is one of the best technologies and has dozens of small optimizations that improve your
remote connection

E

7. Task Assignment and Inclusion

Evaluatethe strengths of team members and distribute tasks in a way thatatches their skills
Strive for a balanced assignment of tasks so that there is not one team member with a higher
workload comparison than the rest

1 Make sure that everybody has a role and that it is clear

8. Identify Allies

1 When you have the freedom to chage a team, identify peers that are compatible with one another
or that have previously worked together successfully

9. Set Up Reminders

Everybody gets busy and people work at a different pace
By being in contact with some degree of frequency, you can asséssv engaged team members
are with the project and their progress
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10. Avoid Storytelling

1 As extension agents, we love to talkThis is great and helps strengthen relationships, but it can
also eat a lot of time

During conference calls or meetings, try to stagn target; maybe add time frames for each topic
Account for distractions and leave some extra time or include a break to interact with your team
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https://tools.google.com/dlpage/hangoutplugin
https://zoom.us/signin
https://slack.com/
https://products.office.com/en-us/microsoft-teams/group-chat-software

